
TxEVER – Super Users
Death Registration

In Person or Webinar Training

Date and Time

Name of Field Services Trainer



Agenda

1. TxEVER Super Users

a. Overview

b. Duties and Responsibilities

2. Death Registration

a. New Record Data Entry (Funeral Home)

b. New Record Data Entry (Medical Certifier)

c. Medical Certification (Medical Certifier

d. Demographic Verification (Funeral Home)
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TxEVER Super Users
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Overview

Who is a Super User?

• Individual with extensive knowledge 

of the TxEVER system. 

• Knowledge base includes all aspects 

of TxEVER.

• Knowledge of both how and why of 

TxEVER.



TxEVER Super Users
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Responsibilities

• TxEVER subject-matter expert. 

• Serve as point-of-contact for TxEVER 
users.

• Provide assistance and training to 
stakeholders.



The TxEVER System
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Keyboard Shortcuts
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Enters current date in any date field.T
Enters the current date and you can populate a 
day before or after.

T + up/down or

Moves forward from one box/field to another 
box/field.

Tab

Moves backward from one box/field to another 
box/field. 

Shift Tab

Activates the next button on the page. Enter

Enters selection from pick list of a dropdown list. 
Scroll through that letter. 

1st Letter of a Word

Selects a radio button or check box. Space Bar

Moves from one radio button to the next.  Arrow Keys

Opens a dropdown list. Down Arrow

Closes a dropdown list.Escape 

Saves the current record. Ctrl + S 

Selects the associated state by typing the first 
letter.

State Abbreviations



Diacritical Marks
TxEVER will allow Diacritical Marks. Press and hold 
the “ALT” key and type the 3 digit code.  Release the 
“ALT” key and the diacritical mark will appear.  
Example: ALT+128 = Ç
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ALT Code Diacritical Mark ALT Code Diacritical Mark

128 Ç 0200 È

142 Ä 0205 Í

144 É 0207 Ï

153 Ö 0204 Ì

154 Ü 0211 Ó

165 Ñ 0210 Ò

0193 Á 0213 Õ

0194 Â 0218 Ú

0192 À 0217 Ù

0195 Ã 0221 Ý 

0235 Ë



Basic Death 
Registration

For funeral homes (FH) and medical certifiers (MC)

1. FH creates new record and completes data entry

2. FH designates medical certifier

3. MC accepts record and completes data entry

4. MC certifies record

5. FH verifies record and completes DCOA

6. FH prints or requests BTP

7. FH releases record
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TxEVER Navigation
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Quick Overview of the Death Icons

Start NEW 
Record

Search 
For a 

Record

Save 
Current 
Record

CANCEL 
Current 
Changes 

Since Last 
Save

Navigation buttons 
for switching between 

registration tabs

Navigation Buttons 
For Switching 

Between Records in 
QueueSend a 

Reminder 
to the 

Medical 
Certifier

Designate the 
Medical 
Certifier

Print 
Verification 
of Death 

Facts



New Record Data Entry 
(Funeral Home)
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Step 2: Click the dropdown arrow next 
to “FUNCTION” to be taken to the 

Demographic Data Entry.

Step 3: Select “Demographic Data Entry” to start a 
new death record, search, save, or abandon a record 

from your work queue.
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Step 4: Click NEW Icon to start a 
new record.

A New Record window will open requesting information about the decedent.  
The information obtained here will be used to search for a duplicate record.
Duplicate records relinquished by other funeral homes will be available to take the 
ownership of the record.
If there are no duplicates, the information typed here will transfer to the main page.

Red Asterisks 
(*) are 
MANDATORY 
Fields and 
cannot be left 
blank.

Yellow Fields 
without red 
asterisks (*) are 
not mandatory 
on this window.  
Filling them out 
will transfer the 
information to 
the main 
window.

Use your keyboards TAB key to move the cursor to each field. 

New Record Data Entry 
(Funeral Home)
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Some fields will require Double Data Entry.  This 
helps ensure accuracy and to minimize mistakes.

Step 5: After providing general 
information, Click “Find Record.”

New Record Data Entry 
(Funeral Home)



When a user enters new information for names, dates, and Social 
Security numbers, they will be prompted to verify these through 
Double Data Entry.
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New Record Data Entry 
(Funeral Home)



14

Step 6: No Matching records 
found.  Click “OK” to create a new 
record to continue entering data.

New Record Data Entry 
(Funeral Home)
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The Data provided on the 
“New Record” pop up 

window is transferred to 
the matching fields on the 

demographics tabs.

New Record Data Entry 
(Funeral Home)
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Yellow Fields still need to 
be addressed.  If it has a 

Red Asterisk (*), then it is 
mandatory.  If not, select 
it and tab out to show it 

was reviewed.

Some Fields, though not 
mandatory, want to verify 
that you intended to leave 

blank or gives you the 
option to complete later. 

New Record Data Entry 
(Funeral Home)
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Step 7:  Complete all Yellow Fields.   Once all fields have been filled 
in or addressed, a green check mark (     ) will appear next to the 

tab showing the tab as completed.

It is recommended to save often to 
avoid losing data.

Step 8: Click “Next” to advance through 
the demographic tabs. The green arrows 

(           ) on the icon bar can also be 
used to navigate between tabs.

New Record Data Entry 
(Funeral Home)
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Step 7:  Complete all Yellow Fields.   Once all fields have been filled 
in or addressed, a green check mark (     ) will appear next to the 

tab showing the tab as completed.

It is recommended to save often to 
avoid losing data.

New Record Data Entry 
(Funeral Home)
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Step 7:  Complete all Yellow Fields.   Once all fields have been filled 
in or addressed, a green check mark (     ) will appear next to the 

tab showing the tab as completed.

It is recommended to save often to 
avoid losing data.

New Record Data Entry 
(Funeral Home)
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Step 9: Once all Demographics tabs are completed, 
Print the Verification of Death Facts and have the 

informant sign it.  Click (     ) to verify the verification 
has been signed.

TIP: The “Verification of Death Facts 
has been signed” cannot be checked 
until after printing the Verification of 
Death Facts (VDF).  After printing the 
VDF, the Demographics  5 Tab green 
check mark will disappear once the 

box has been checked.

Sign Verification of Death 
Facts (Funeral Home)
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Step 10: Once all Demographics tabs are 
completed, Assign the Medical Certifier.  

Click (     ) to designate.

Designate Medical Certifier
(Funeral Home)
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Step 11: Select Certifier Type.

Step 12: Type the Facility name 
and click “Search.”

Step 13: Select the certifier and 
click “Designate.”

Designate Medical Certifier
(Funeral Home)



Find an Incomplete 
Record

• To complete a record already in progress, 
you can

1. Use the stakeholder dashboard

2. Use the unresolved work queue filters

3. Use the binoculars icon to search
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Find an Incomplete Record -
Stakeholder Dashboard
(Funeral Home)
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Helpful Tip: Click “Show Dashboard” for 
a list of different reports regarding 

records.

Step 1: Select Death Module 
Tab to start the Death 

Registration.

Helpful Tip: Click on Dashboard Filters to see a 
dropdown of record options like “Records not filed 
within 10 days of Death”, “Records Returned for 

Correction from State”, and “All Unresolved”. 

The TxEVER Dashboard is a tool that helps track, analyze, and displays information regarding 
registration.  The Dashboard is the most efficient way to track multiple record statuses.



Find an Incomplete Record -
Stakeholder Dashboard
(Funeral Home)

TxEVER provides a way for the stakeholder to glance at the set of 
records currently in their work queue(s). 

The information displayed in the dashboard is unique to the 
stakeholder and includes such information as:

• Electronic Death Record (EDR) number;

• Decedent’s date of death;

• Decedent’s date of birth;

• Decedent’s entire name; and

• Certifier’s name and office.

The dashboard will offer such filtering options as:

• Records not filed within 10 days; 

• Records returned for correction; and 

• Records unresolved.
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Navigate back to the 
Demographic Data Entry 

Screen

Step 1: Navigate back to the 
Demographic Data Entry screen.

Finding an Incomplete Record –
Unresolved List (Funeral Home)
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Step 2: Select an unresolved list

Step 3: Select a record from the drop-
down list.

Finding an Incomplete Record –
Unresolved List (Funeral Home)



Medical Certification -
Introduction
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TxEVER medical certification features: 

• Medical data entry available after a record is accepted;

• A comprehensive Cause of Death reporting; and

• A Medical Certification with electronic signature.



Medical Data Entry 
(Medical Certifier)
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Helpful Tip: Click “Show Dashboard” for a 
list of different reports regarding records.

Step 1: Select Death Module 
Tab to start the Medical part of 

Death Registration.

Helpful Tip: Click on Dashboard Filters to see a 
dropdown of record options like “Records not filed within 

10 days of Death”, “Records Returned for Correction 
from State”, and “All Unresolved.” 

The TxEVER Dashboard is a tool that helps track, analyze, and displays information regarding registration.  The 
Dashboard is the most efficient way to track multiple record statuses.
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Step 2: Click the dropdown arrow 
next to “FUNCTION” to be taken to 

the Medical Data Entry.

Step 3: Select “Medical Data Entry” to locate a death 
record, search, save, or reject a record from your 

work queue.

Medical Data Entry 
(Medical Certifier)

Step 1: Select Death Module 
Tab to start the Medical part of 

Death Registration.
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Step 4: Click the drop down arrow to expand the list 
of available queues.  Select “All Unresolved.”

Step 5: Click the drop down arrow to 
expand the list of available records 

assigned in the selected queue.  
Select the record to complete the 

Medical Tabs.

The Unresolved Work Queue will update showing how many records are 
in the queue after selecting which queue you would like to view on step 

4.

Medical Data Entry 
(Medical Certifier)
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If you are not the Medical Certifier for 
this record, Click Reject.  The Funeral 

Home will be notified to designate 
the correct Medical Certifier.

Step 5: Click “Accept” to start adding 
the Medical Data for the selected 

Record.

Medical Data Entry 
(Medical Certifier)
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Step 6: Click 
“Medical 1” Tab.

Yellow Fields still need to 
be addressed.  If it has a 

Red Asterisk (*), then it is 
mandatory.  If not, select 
it and tab out to show it 

was reviewed.

Some Fields, though not 
mandatory, want to verify 

you intended to leave 
blank or gives you the 

option to complete later. 

Mandatory fields on the 
Medical Tabs will ask you if 
you want to complete them 
later if you click or tab into 
the field and then tab out 

without completing.

Medical Data Entry 
(Medical Certifier)
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Step 7:  Complete all Yellow Fields.   Once all fields have been filled 
in or addressed, a green check mark (     ) will appear next to the 

tab showing the tab as completed.

It is recommended to save often to 
avoid losing data.

Step 8: Click “Next” to advance through 
the Medical Tabs. The green arrows 

(           ) on the icon bar can also be 
used to navigate between tabs.

Medical Data Entry 
(Medical Certifier)



Cause of Death Reporting 
(Medical Certifier)

• Cause of death, manner of death, and 
other contributing factors are reported on 
medical tab 2. This is important for data 
quality.
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Cause of Death Reporting
(Medical Certifier)

There is a data quality check on the cause of death 
section, and you may see feedback messages asking 
you confirm what you’ve entered.
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Step 9: Once all Medical tabs are 
completed, Click the drop down arrow to 

select Medical Certification.

Medical Certification
(Medical Certifier)
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Verify the information is correct.  
Preview the record by clicking the 
“Preview” button.

Medical Certification
(Medical Certifier)
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Review the information and 
ensure nothing was missed.  This 
includes the Date of death, Time 

of Death, and Cause of death.

Medical Certification
(Medical Certifier)
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Step 10: After Previewing the record, 
Click “Certification” to expand the 

section.

Step 11: Click the box to verify you 
have reviewed the data and you agree 

with the statement.  Enter your PIN 
then click “OK.”

Step 12: Click “OK” to complete the 
Medical Certification.

Medical Certification
(Medical Certifier)
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After the Medical Certification is complete, the funeral home will 
receive notification that it is ready to be verified.  The record will 

stay in your queue until the Funeral Home certifies and releases the 
demographic potion.

Medical Certification
(Medical Certifier)



Find an Incomplete 
Record

• To complete a record already in progress, 
you can

1. Use the stakeholder dashboard

2. Use the unresolved work queue filters

3. Use the binoculars icon to search
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Find an Incomplete Record -
Stakeholder Dashboard
(Medical Certifier)
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Helpful Tip: Click “Show Dashboard” for 
a list of different reports regarding 

records.

Step 1: Select Death Module 
Tab to start the Death 

Registration.

Helpful Tip: Click on Dashboard Filters to see a 
dropdown of record options like “Records not filed 
within 10 days of Death”, “Records Returned for 

Correction from State”, and “All Unresolved”. 

The TxEVER Dashboard is a tool that helps track, analyze, and displays information regarding 
registration.  The Dashboard is the most efficient way to track multiple record statuses.



Find an Incomplete Record -
Stakeholder Dashboard
(Medical Certifier)

TxEVER provides a way for the stakeholder to glance at the set of 
records currently in their work queue(s). 

The information displayed in the dashboard is unique to the 
stakeholder and includes such information as:

• Electronic Death Record (EDR) number;

• Decedent’s date of death;

• Decedent’s date of birth;

• Decedent’s entire name; and

• Certifier’s name and office.

The dashboard will offer such filtering options as:

• Records not filed within 10 days; 

• Records returned for correction; and 

• Records unresolved.
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Step 2: Click the dropdown arrow 
next to “FUNCTION” to be taken to 

the Medical Data Entry.

Step 3: Select “Medical Data Entry” to locate a death 
record, search, save, or reject a record from your 

work queue.

Finding an Incomplete Record 
– Unresolved List (Medical 
Certifier)

Step 1: Select Death Module 
Tab to start the Medical part of 

Death Registration.
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Step 4: Click the drop down arrow to expand the list 
of available queues.  Select “All Unresolved.”

Step 5: Click the drop down arrow to 
expand the list of available records 

assigned in the selected queue.  
Select the record to complete the 

Medical Tabs.

The Unresolved Work Queue will update showing how many records are 
in the queue after selecting which queue you would like to view on step 

4.

Finding an Incomplete Record –
Unresolved List (Medical Certifier)



Demographic Verification 
(Funeral Home)

TxEVER demographic verification features:

• Demographic Verification;

• DCOA—Pending TX Online; and

• Record Release.
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Stakeholder Dashboard
(Funeral Home)
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Helpful Tip: Click “Show Dashboard” for 
a list of different reports regarding 

records.

Step 1: Select Death Module 
Tab to start the Death 

Registration.

Helpful Tip: Click on Dashboard Filters to see a 
dropdown of record options like “Records not filed 
within 10 days of Death”, “Records Returned for 

Correction from State”, and “All Unresolved”. 

The TxEVER Dashboard is a tool that helps track, analyze, and displays information regarding 
registration.  The Dashboard is the most efficient way to track multiple record statuses.



Stakeholder Dashboard
(Funeral Home)

TxEVER provides a way for the stakeholder to glance at the set of 
records currently in their work queue(s). 

The information displayed in the dashboard is unique to the 
stakeholder and includes such information as:

• Electronic Death Record (EDR) number;

• Decedent’s date of death;

• Decedent’s date of birth;

• Decedent’s entire name; and

• Certifier’s name and office.

The dashboard will offer such filtering options as:

• Records not filed within 10 days; 

• Records returned for correction; and 

• Records unresolved.
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Navigate back to the 
Demographic Data Entry 

Screen

Step 1: Navigate back to the 
Demographic Data Entry screen.

Demographic Verification 
(Funeral Home)
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Step 2: Select “Pending Demographic 
Verification.”

Step 3: Select the record that is ready 
to be demographically verified and 
released from the drop-down list.

Demographic Verification 
(Funeral Home)
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You can verify that the record is ready for Demographic 
Verification and Release by clicking on the “Unresolved 
List/Stakeholders” shortcut.  It should show all fields 

resolved and the record status as “Demographic 
Verification Not Complete.”

Demographic Verification 
(Funeral Home)



53

Step 4: Click “Record” and then select 
“Demographic Verification.”

Demographic Verification 
(Funeral Home)
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You will be prompted to complete the 
DCOA Order.

Step 5: Click “OK.”

Demographic Verification & 
DCOA (Funeral Home)



DCOA—Pending TxONLINE
(Funeral Home)
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Verify that the Requestor 
Details are correct.

If shipping to a business 
address, you can click the 

box labeled “Shipping 
Address Same as 

requestor”.

Optional: Change the 
Shipping Method to select 
faster shipping.  There will 
be a charge for different 

shipping methods.

Step 6: Enter the number of copies you 
would like to order.

Costs and shipping fees will 
be automatically calculated.

Step 7: Click “Proceed.”
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Step 7: Click “Proceed.”

System will verify your request for the number 
of copies of death certificates.

DCOA—Pending TxONLINE
(Funeral Home)
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Step 8: Click “Record” and then select 
“Demographic Verification.”

The System will return to the Demographic 
Data Entry screen after ordering the death 

certificates.

Demographic Verification 
(Funeral Home)
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The Demographic Verification screen will open.

Step 9: Click “Preview” to verify the 
death record looks completed and 

there were no mistakes.

Demographic Verification 
(Funeral Home)
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Review the document.  Double-
check the demographic 
information.  Close the 

document once you are done 
reviewing it.

Demographic Verification 
(Funeral Home)
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Step 10: Click “Verification” to open 
the verification section.

The system will run a check to make 
sure the record was never dropped to 

paper (DTP).

Demographic Verification 
(Funeral Home)
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Step 11: Click the 
box to indicate you 
have reviewed the 

Demographic 
Information.

The Verification PIN section will 
expand.

Step 12: Enter your 
6 digit PIN.

Step 13: Click “OK.”

Demographic Verification 
(Funeral Home)
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System Check: The system will 
double-check you are ready to verify 

the record.

Step 14: Click “Yes.”

Demographic Verification 
(Funeral Home)



Record Release
(Funeral Home)
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Step 15: Click “Record” and then 
select “Release.”

After Demographic Verification is complete; 
the system will go back to the record screen.
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Step 16: Enter your PIN again and 
Click “OK.”

Record Release
(Funeral Home)
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Once you get the pop-up “Record released successfully,” the 
Funeral Home’s portion is completed.

Record Release
(Funeral Home)



Thank You

If you have any questions, please contact your TxEVER Field 

Services team at TxEVERinfo@dshs.texas.gov

or (512) 776-3010. 

Please continue to visit our website at

http://www.dshs.texas.gov/vs/field/The-TxEVER-Project/ for 

the latest updates.
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